Portfolio Landlord Guide

This is a guide to help you complete a
portfolio landlord case

We've put together this guide to take you through the steps needed to complete a portfolio landlord case.

It’s easier to find your way around by using the Navigation Pane on the left-hand side. Go to the Navigation Pane
choose the relevant heading, if the Navigation Pane is missing, go to ‘view’ and select the option for Navigation
Pane.

How to create a case

Please choose either purchase or remortgage, tick BTL and Yes. We'll ask you if by completing this application your
clients will own 4 or more mortgaged BTL properties, this is a requirement for a portfolio landlord application.

PLEASE SELECT BEFORE YOU PROCEED
Application type Payment route
@® MNew Purchase MortgageClubtest v
© Remortgage
Please confirm that the following statements apply to the application:

Property purpose « There are no more than two applicants

) « The property to be mortgaged is not a studio flat

Owner Oceupation « The applicant will not rely on non-sterling income or assets to repay the mortgage
@® BuytoLet « The Buy to Let Property will not be located in Northern Ireland

« The application will not be for the purposes of porting an existing mortgage

« The applicant(s) will nat be using the Buy To Let loan to finance a commercial premises
or altering the outside appearance of the property for business reasons

« If capital raising Is requested to cover personal expenditure (e.g. unsecured debts)

The PRA considers that barrowers with four or mare distinct mortgaged T o e e e

Buy ta Let properties, either together or separately, in aggregate, should

On completion of this application, will the applicant(s) own
four or more mortgaged Buy To Let properties?

be treated as 'portfolio landlords’
I confirm that all of the above statements apply

® Yes

No | confirm that all applicants have consented to my acting on their behalf

| confirm that | have read 'Use of my information’ to the applicant(s) and they agree to
their information being used in the way specified: here

Add applicants

The next stage is to add all the applicants, this will create the case. From here you have the option to produce an
illustration or get a decision.

Get a Decision (DIP)

Getting a Decision In Principle (DIP) for a portfolio landlord is very similar to the process for a non-portfolio case, the
only difference is the additional ‘Existing Properties’ page which will need to be completed.

Loan Requirements Screen

On this screen you’ll be asked to key in some portfolio details, including the security property:



‘Sections require attention before
2 DIP request can be made.

Personal details
Address history
Current income

¥ Committed expenditure
No committed
expenditure has besn
provided
Future changes

+  Existing properties
No existing properties
have been provided

Credit history

Submit for decision

PORTFOLIO DETAILS

properties being

The hould be
et to non-t o ) 7
application. resicential Z mare of

Total number of properties (Including Security Property)

Total portfolio value (Including Security Property)

Total Portfolio Monthly Rental Income (Including
Security Property)

tolet

Existing Properties Screen

We need to know about your clients existing properties, please only include the following:

- Exsiting residential properties
- BTL property being applied for if this is remortgage case

BTL purchase cases will be included within the portfolio manager along with the rest of the BTL properies.

At this stage the DIP will be submitted to Accept/Refer, and you can now select a product and on to Full Mortgage
Application (FMA).

Section requires attention before

8 DIP request can be made. E )( I S T l N G
v Loan requirements
This mortgage will not

be regulated by the
Financtal Conduct
AT Details of buy to let properties should be entered to Portfolio Manager prior to submitting
v Deposit detalls the full application. This section should only include the details of existing residential
properties, except for Buy to Let remortgage applications where you should also include

the details of the property being remortgaged.

v Personal detalls
v Address history
v Current Income ADD PROPERTY PROPERTY LIST

v Committed expenditure
No committed

expenditure has been
provided Add©

«  Future changes

¥ Existing properties
No existing properties Future changes Credit history
have been provided

Please select Add to enter detalls. No existing property detalls have been added




Product Selection

Here you can search for all products or a specific product code.

= Summary Q  Product search

LOAN REQUIREMENTS Please enter detalls of the first loan part.

"7“‘7“'"‘ Repayment amount Interest only amount Year(s) Month(s) Code (optional)

£75,000

intarest only £ | 75000 I £ ‘ o H 25 H o H |
0

25 year(s) 0 month(s)

AFFORDABILITY

Maximum borrowing
£128,000

Maximum BTL stressed borrowing
£104,727

Minimum term
5 year(s) 0 month(s)
PAYMENT ROUTE

MortgageClubtest

To see product details including a summary, ERC’s, features etc click on the black text under Name/Code.

Product information

Summary \ | e

Code 91101 APRC 3.8%

Name 2.13% fixed rate to Max LTV 75.00%

30/04/26 Cashback £500.00

Description 5 YR FIX 2.13% - 30/04/26
75% LTV

After you’ve selected the product you can choose to generate an illustration and to apply to procced to the Full
Mortgage Application (FMA).



Full Mortgage Application (FMA)

The only difference within the FMA for a portfolio case is the ‘Portfolio Details’ page.

:%cﬂ%%cgs Portfolio Manager [Contactus Lending policy®©  Satish Kumar~ @&
Leanne Pidgeon Case ID: X500111982 Case summary © Get anillustration ©

An application submission can now be

PORTFOLIO
DETAILS

PORTFOLIO DETAILS

Applicant contact details
Employment details

Property address

Froperty details or property for this case.

Bank details
Portfolio ID

Conveyancer details
00000048 Search Q

«  Valuation details

AN N U N S

Portfolio ID Portfolio version
«  Advice fees & 00000048 1
declaration
Applicant names Created date
Leanne Pidgeon 02 Mar 2021 14:14

1, test, test, CBG1AN.

10, test, test, CBE1AN.

You can search for completed portfolios on this page or create one. To create one, click ‘Portfolio Manager’ at the
top of the screen, this will open a separate page for you to create a portfolio.

Once added, you can proceed to submit the application.

From the case summary screen, you can access ‘all case documents’ under Case Information. You can obtain a copy
of the application summary report, along with DIP report and certificate (if DIP accepted)

NEXT STEPS OVERVIEW
b To allow the 1gages. ACTIVE - PRE OFFER
BUice e ttowhe docsriene 7113
Lastactivity
Afull mortgage application has been submitted
2 minutes ago Case tracking
DOCUMENTS REQUIRED « Accord Mortgages Ltd
« New Purchase
« Buytolet

CASE INFORMATION
Document Status

View all case documents
Name ID e.g Passport or driving licence other ID may be acceptable. See Requested View case tracking
website for details.
For Leanne Pidgeon

Please Provide an Asset Statement for the applicants existing let Requested
properties v




Portfolio Manager

Portfolio manager can be selected at the top of your screen when you’re logged in.

You can create a portfolio at any time, pre/post DIP or at FMA. It opens a separate page, so you can complete
alongside doing the app and refer back to the manager if you need to.

ACCORD
:"non'rcncas Portfolio Manager | Contactus  Satish Kumar~ &

Create n

omml‘ums_

* 27/01/21 12:01 The case has been created.

_ B Alerts | £ Tracking

« Sports Pro: Evidence of pension provisions for LYN PINE

? ACCORD &
MORTGAGES

Search by name or portfi Q

UPLOAD A FILE CREATE PORTFOLIO FROM SCRATCH

Use this option te upload a portfolio Use this option to create a portfolio
through an .xIsx file. You will need to completely from scratch. You will start with
download our template below which allows a blank page and will need to add all the
you to enter your portfolio information in properties one at a time. Please ensure that
the correct format and upload to Portfolio the portfolio includes the Security Property.
Manager. Please ensure that the portfolio

includes the Security Property. Number of applicants

1234

Portfolic Manager template.xlsx
Q000

Choose file ‘ Browse

You’ve the option to either upload a template or create portfolio from scratch.



Create a portfolio from Scratch

When creating portfolio from scratch, enter the applicants name and select Create.
To add properties to the portfolio (including the security) click ‘+

ACCORD .
MORTGAGES

Total loan to value (LTV) Total interest coverage

£0 £0 ratio (ICR)
Total portfolio value Total monthly rental income

& 0
£0 Total number of properties
Total outstanding mortgage balance

Cancel | Create Por

}. ACCORD o Welcome,
MORTGAGES Satish Kumar ~

Building name or no

\
Postcode
\

PROPERTY DETRILS

Is the property subject to an application with us? Type of property



PROPERTY DETAILS

Is the property subject to an application with us? Type of property

Please select v Please select v
Who owns the property? Type of let

Leanne Pidgeon Please select "
Purchase date

EPC rating
MMAYYYY
Please select v

Number of bedrooms
MORTGAGE DETAILS
Is the property mortgaged? Monthly rental income

Yes | No £
Estimated property value

£

If this is a new purchase it will ask for purchase date, use either an estimate of the date or use the date of
application.

Is the property subject to an application with us? - When adding the security property, you need to select Yes —
Purchase/Remortgage with the group. Also, ensure the address matches the FMA property screen

Is the property subject to an application with us Type of property

© No

It will then ask for Mortgage details, when keying in the Purchase security, you can estimate the monthly mortgage
payment and select Accord as the lender.

s the property mortg. Monthly mortgage f
u No £
Outstanding mortga Monthly rental
£ £
Estimated property value Lender
£ Pl
(LT
s

Once a BTL property has been added, it will show on the portfolio page.

Any BTL property subject to an application with us or another lender will show as ‘in flight’ on the portfolio screen.



ACCORD Welcome
-'" MORTGAGES * tish Kumar ~

LEANNE _
PIDGEON

Last updated: 27 Jan 2021 By Satish Kumar

£475,000 L £2,050

bl ' ratio 0CH
Total portfolio value Total monthly rental income
163%
1%
& o () 4
£335,000 Total number of properties

Total outstanding mortgage balance

Stress rate (%): |45 v View BTL lendin

Property information (4) 0
In-flight (1)
Estimated  Outstanding Monthly Monthly
property  mortgage rental mortgage EPC -

1, te: pst, CB6 1AS D - (55
st tost, CE £100,000  £75,000 75 £500 178% £250 Accord, 3
Address complets 68)

Existing (3)

Estimated  Outstanding Monthly Monthly
property mortgage rental mortgage EPC
Address value balance LTV income  ICR payment  Lender rating
), test, test, CB .
10, lest;fast, CRG 1AS £115000  £80,000 69.57 £550 183% £300 Barnsl Unknown D
Address complete.
50, te: e B6 1AS A-(92 .
taSi, test, CAGIIA £110000  £70,000 664 £450 m £250 Alder S
complete 100) u
99, test, test, CB6 1AS D - (55 .
il £150,000  £110000 7333 £550 133% £350 Godiva. 5 u
Address complete 66

Save changes to existing portfolio

Once all properties have been entered select ‘Create portfolio ID’ or ‘Save changes to existing portfolio’ (if already
created).

The portfolio ID can be found at the top of the screen, in blue text. This is then entered at FMA on the ‘Portfolio’
page.

Create a portfolio from a template

Please ensure that you download the latest version of the Portfolio Manager Template using the link on the screen
(highlighted in blue), as it may not be possible to upload old versions.

Populate your client's portfolio details in the template and save it to a location on your computer. When the
template is populated and saved, click on the Browse link on the screen and select the appropriate Portfolio
Template, then click on Upload to upload it into MSO Portfolio Manager.

MSO will alert you if there have been any problems uploading the template. MSO will assign a Portfolio ID which you
should make a note of. You can then view and edit the uploaded portfolio in Portfolio Manager by entering the
portfolio ID in the search bar on the top right of the screen.



If this is a new purchase it will ask for purchase date, use either an estimate of the date or use the date of

application.

The final question on the spreadsheet - Is the property subject to an application with us? - When adding the security
property, please select Yes — Purchase/Remortgage with the group.
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Accord Mortgages Buy To Let Portfolio Upload Form

Please complete this form with the details of all properties in your client's Buy to Let portfolio, including any inflight Buy to Let applications with either Accord or another lender (by inflight we mean other BTL applice

You should use this pertfolio upload form where the applicant(s) are portfolio landlords.

2

3

4

5 The definition of a portfolio landlord is that, on ion of their mortgag: tion with Accord, your client will have 4 or more mortgaged BTL (including inflight applications on the assumption they -
6

7

]

Please ensure that the portfolic aligns with our current Accord Lending Criteria which can be found on the Accord website.
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Amending a Portfolio

oes
-

@ MORTGAGES *

PORTFOLIO =
MANAGER

Portfolio  of
Applicants [»] properties Properties Last updated
Leanne Pidgeon 00000033 4 27 Jan 2021

an
By Satish Kumar

Leanne Pidgeon 00000032 5 27 Jan 2021

By Satish Kumar

You can search for existing portfolios using the search bar, either by the client’s name or the portfolio ID itself.
To view or amend a portfolio, click to open the one you need from there you can make changes if needed.

Please Note: If you make changes to a portfolio that has already been submitted to FMA you’ll need to update and
save the changes in the portfolio manager and contact your underwriter. Your underwriter will need to complete
a case data update (CDU) to refresh the portfolio which will pull the details through to the decision engine.

If you make changes and take back control of the case, the following steps need to be followed,

If changes are made to a portfolio that has already been uploads on a submitted FMA, you must go back into the

FMA and refresh the updated portfolio, by taking back control on the case summary page and selecting ‘Attach up
to date portfolio’:

:l‘ ;VIO(I'QJTGKQGES Portfolio Manager Contactus Satish Kumar~ @&

Leanne Pidgeon  Case ID; 1500006930
UELLHICH 11U

REASON FOR UPDATE

Choosing to take back control of the case will suspend all other activity on the case until you resubmit it. Please note that when you confirm below that you
wish to continue to update the case, you will not be able to abort this process; the only way to progress will be to resubmit the application.

Please select the primary reason for updating the application

Please note that you will be unable to change the security property or valuation details.

In the the FMA, go to the portfolio page and search for the updated portfolio, select and proceed but you will need
to make sure the updated date is refreshed then resubmit the FMA.



?GCCORI‘)‘“S Portfolio Manager ~ Contactus Lending policy© Satish Kumar~ @&

Leanne Pidgeon  Case ID: 1500006930 e

Portfolio version
3

Created date
27 Jan 2021 11:47

The FMA is then resubmitted and will show as Pre-Offer:

e cas Portfolio Manager  Contactus Satish Kumar~ @

Leanne Pidgeon  Case ID: 1500006930




